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Part 28 Chapter 1: Introduction  

 

The Community Services Block Grant Program (CSBG) is administered by the Division of 

Community Services (DCS) at the Mississippi Department of Human Services (MDHS).  CSBG 

is designed to provide appropriate and timely assistance/referrals to eligible households to promote 

self-sufficiency.  Information contained in this manual is in compliance with the Omnibus Budget 

Reconciliation Act of 1981, DCS regulations, and the CSBG state plan.    

 

Rule 1.1 Legal Authority.   CSBG is authorized by the Community Services Block Grant Act 

(under Title XXVI of the Omnibus Budget Reconciliation Act of 1981, as amended.) 

 

A. Statute- Sections of the CSBG Act are listed below as amended.  The CSBG Act is 

codified the United States Code at: 49 U.S.C. 9901.  

 

B. Regulations- The HHS regulations for the CSBG Act are found in Title 45 (Public Welfare) 

of the Code of Federal Regulations, Part 96 (Block Grants).   

 

Source: 45 CFR 98; Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022 

 

 

Rule 1.2 Program Purpose.  The purpose of CSBG is ñTo provide assistance to States and local 

communities, working through a network of community action agencies and other neighborhood-

based organizations, for the reduction of poverty, the revitalization of low-income communities, 

and the empowerment of low-income families and individuals in rural and urban areas to become 

fully self-sufficient.ò  The CSBG Act mandates certain aspects of how state CSBG offices will 

operate in carrying out their defined roles as administrators of CSBG but leaves significant 

authority and flexibility in the hands of the states. This responsibility, which is fulfilled by each 

state individually, can more easily be met when the state establishes clear policies and procedures 

for implementation of the Act.  

 

A. CSBG is offered in each of the 82 counties in Mississippi, pending the availability of funds.   

Income eligibility is set at or below 125% of the federal poverty guidelines.  Client 

income eligibility will be updated annually as the federal poverty guidelines are revised 

and released. 

 

B. Subgrantees are required to refer households to internal agency programs and other 

local/state programs to meet the needs of the household. 

 

C. Program Operation Dates: 

January ï December  

 

D. The State allocates ninety (90) percent of the total state allocation for program cost.  Five 

(5) percent is allocated for discretionary funding which includes training and technical 

assistance.  The remaining five (5) percent is used for state administrative cost.  

Administrative cost refers to the cost of central executive functions that do not directly 

support a specific project or service.  They are incurred for common objectives that 
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benefit multiple programs administered by the organization and are not readily assignable 

to a particular funding stream. 

 

Source:  Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022 

 

 

Rule 1.3 Manual Purpose. The purpose of this manual is to provide program policy to clients, 

subgrantees and the public, in order to implement a range of services and activities having a 

measurable and potentially major impact on the causes of poverty in the State of Mississippi.  

This manual provides clear policies for implementing CSBG.  Subgrantees must comply with the 

rules and guidelines set forth in this manual, and all applicable Federal and State laws, policies 

and procedures. 

Source:  45 CFR 98.10; Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 

2022 

 

 

Rule 1.4 Non-Discrimination Statement.   As a recipient of Federal financial assistance, MDHS 

and its subgrantees do not exclude, deny benefits to, or otherwise discriminate against any person 

on the basis of: race, color, gender, sexual orientation, national origin, disability, religion, political 

beliefs, or age; in admission to participation in, or receipt of the services and benefits under any of 

its programs and activities, whether carried out by MDHS and/or its subgrantees directly or 

through a contractor or any other entity with which MDHS and/or its subgrantees arranges to carry 

out its programs and activities.  This statement is in accordance with the provisions of Title VI of 

the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, the Age Discrimination 

Act of 1975, and Regulations of the U.S. Department of Health and Human Services issued 

pursuant to these statutes at Title 45 Code of Federal Regulations Parts 80, 84, and 91. 

 

Source:  45 CFR 98.10; Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4  

Revised: May 2022 
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Rule 1.5 Hatch Act.  The Omnibus Budget Reconciliation Act of 1981 specifically makes grantees 

subject to certain provisions of the Federal Hatch Act.  CSBG funds may not be used in a manner 

involving the use of program funds, the provision of services, or the employment or assignment of 

personnel, in a manner supporting or resulting in the identification of such programs with: 

1. Any partisan or nonpartisan political activity or any political activity associated with a 

candidate, or contending faction or group, in an election for public or party office; 

2. Any activity to provide voters or prospective voters with transportation to the polls or 

similar assistance in connection with any such election; or 

3. Any voter registration activity. 

 

Source:  45 CFR 98.10; Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 

2022 

 

 

Rule 1.6 Organizational Structure of CSBG. The following summarizes the Organizational 

Structure for CSBG: 

 

A. MDHS as Lead Agency: 

MDHS is the designated State agency to receive funds and administer the program 

covered in this manual.  MDHS assists the Division of Community Services (DCS) by 

providing support services in a timely manner that is consistent with program goals, 

objectives and guidelines.  MDHS awards CSBG subgrants based on the receipt of the 

Federal Notice of Award for CSBG, and the timely receipt and approval of subgrants 

for funding.  MDHS is responsible for monitoring and evaluating the program 

performance of subgrants. 

 

B. Division of Community Services (DCS):  

The Division of Community Services provides the necessary interface between the 

subgrantee and other divisions of MDHS.  Responsibilities include, but are not limited 

to: 

 

1) Administering the program in accordance with all applicable federal and state rules, 

regulations and guidelines; 

 

2) Informing the public of program rules, regulations, and guidelines through public 

hearings, announcements and publications; 

 

3) Establishing criteria and processing applications for funding from subgrantees to 

implement programs; 

 

4) Monitoring subgranteesô spending levels and processing claims requests to ensure 

compliance with Federal, State, and MDHS guidelines; 

 

5) Reviewing subgranteesô applications for funding to ensure compliance with federal, 

state and MDHS guidelines; 
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6) Providing training and technical assistance to subgrantees; 

 

7) Keeping subgrantees informed of changes in Federal, State and MDHS regulations 

and guidelines; 

 

8) Providing responses to clients regarding inquiries concerning programs; 

 

9) Preparing annual State Plan applications to receive the federal funds; 

 

10) Collecting and disseminating information to appropriate funding sources and others 

as deemed necessary; and 

 

11) Serving as a liaison between county, state, and federal agencies in regard to 

program implementation. 

 

Source:  45 CFR 98.10; Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 

2022 

 

Rule 1.7 Partner Roles in Administration of Program.  CSBG must perform numerous federally 

mandated functions in order to remain compliant. MDHS enlists several partners through formal 

agreements to perform some of those functions.  The following summarizes those roles: 

 

A. Subgrantees/ Community Action Agencies (CAA): 

The community action agencies are the subgrantees in the program.  Each subgrantee 

is responsible for performing program activities in accordance with the terms and 

provisions of the grant.  The responsibilities of the subgrantee include, but are not 

limited to: 

 

1) Operate the program in accordance with the terms and provisions of the grant 

and all applicable federal and state rules, regulations and guidelines;  

 

2) Process applications, determine eligibility and provide appropriate/timely 

service(s) with measurable outcomes; 

 

3) Make referrals to and accept referrals from, and coordinate program 

information with other social service agencies; 

 

4) Maintain all financial and program records; 

 

5) Submit required reports to DCS in a timely manner; 

 

6) Maintain administrative and internal controls; 

7) Monitor its financial and programmatic activities; 

 

8) Implement a fair hearing process for clients; 

 



9 

 

9) Cooperate with Federal/State investigating teams;  

 

10)  Establish emergency and disaster procedures; 

 

11)  Train and certify staff;  

 

12)  Use the Virtual ROMA system;  

 

13)  Have at least one intake site in each county of its service area with posted hours 

of operation; 

 

14)  Adhere to the terms of the ñMDHS Subgrant/Agreement Manual.ò  

(www.mdhs.ms.gov/subgrantee-manual/) 

 

15)  Establish partnerships with local entities and organizations to assist in the 

provision of services to meet the needs of the clients they serve.  These 

partnerships should cover monetary or non-monetary services.  Intra-office 

referrals should be made as most subgrantees have additional programs not 

funded by DCS (e.g., Head Start, Congregate Meals, Rural Housing Services 

and Transportation Program).      

 

16)  Make referrals to the WX agency that covers its service area on behalf of 

clients seeking WX services or have high energy bills. 

 

17)  Certify that all entities that they are in partnership with are not on the list for 

debarment.  This information can be found in the Excluded Parties List 

System (EPLS), now known as System for Award Management (SAM).  

Proof of documentation of partnership verification with SAM shall be kept on 

file and the debarment status shall be checked prior to submission of every 

subgrant and modification to DCS. The subgrantee must also understand that 

if an entity they are in partnership with is on SAM, the agreement should be 

terminated immediately. 

 

18)  Conduct local public hearings regarding the CSBG program.  Information such 

as CSBG funding for the county, services provided, income guidelines, etc. 

must be presented in efforts to reach low-income communities.  

 

19)  Conducting outreach activities to reach eligible persons or households in need 

of services.  Subgrantees may utilize the media (newspaper, TV, radio, flyers, 

internet, community meetings, etc.) to inform individuals of services available 

and eligibility requirements.  Outreach materials should include the local and 

toll-free telephone numbers for subgrantee offices.  Subgrantees should rely on 

their existing network of volunteers, community leaders, and faith-based groups 

to provide outreach to eligible persons in the greatest need of assistance.  

 

Source:  Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022 

http://www.mdhs.ms.gov/subgrantee-manual/


10 

 

Part 28 Chapter 2:  Definitions 

 

Rule 2.1 Definitions. The Definitions below will assist both clients and subgrantees on the various 

terms used for LIHEAP: 

 

A. Abuse - Involves behavior that is deficient or improper when compared with behavior 

that a prudent person would consider reasonable and necessary business practice given 

the facts and circumstances.  Abuse also includes misuse of authority or position for 

personal financial interests or those of an immediate or close family member or business 

associate. 

 

B. Administration Cost - Cost to support administrative operations, planning and development 

to include but not limited to: Fiscal operations (payroll, procurement, software, etc.), 

program and fiscal reporting, audit, personnel, registration and dues, training for executive 

and administrative staff, cost of executive and administrative staff (salaries, fringes, travel, 

supplies, equipment), consultants, staff meeting cost, etc.  

 

C. Countable Income - Income that must be included when determining eligibility for CSBG.   

 

D. Emergency - A natural disaster; a significant home energy supply shortage or disruption; a 

significant increase in the cost of home energy, as determined by the Secretary; a 

significant increase in home energy disconnections reported by a utility, a State regulatory 

agency, or another agency with necessary data; a significant increase in participation in a 

public benefit program such as the supplemental nutrition assistance program carried out 

under the Food and Nutrition Act of 2008 (7 U.S.C. 2011 et seq.), the national program to 

provide supplemental security income carried out under title XVI of the Social Security 

Act (42 U.S.C. 1381 et seq.), or the State temporary assistance for needy families program 

carried out under part A of title IV of the Social Security Act (42 U.S.C. 601 et seq.), as 

determined by the head of the appropriate Federal agency; a significant increase in 

unemployment, layoffs, or the number of households with an individual applying for 

unemployment benefits, as determined by the Secretary of Labor; or an event meeting such 

criteria as the Secretary, in the discretion of the Secretary, may determine to be appropriate. 

 

E. Exempt income - Income that should not be included when determining eligibility for 

CSBG.   

 

F. Expenditures - Funds spent by subgrantees; Funds paid for services or contracts; and 

Funds paid at the State level to contracts and salaries. 

 

G. Fraud - A type of illegal act involving the obtaining of something of value through willful 

misrepresentation.  A false representation of a material fact, whether by words or by 

conduct, by false or misleading allegations, or by concealment of that which should have 

been disclosed, which deceives another so that he acts, or fails to act to his detriment. 

 

H. Unobligated funds- Funds that are not considered obligated or expended include:   

State administrative dollars that do not fall within the definition stated above;  
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Vendor refunds are considered unobligated; and Funds transferred from one subgrantee 

to another are considered unobligated until funds are awarded in another subgrant. 

 

I. Household - Any individual or group of individuals who are living together as one 

economic unit for whom residential energy is customarily purchased. 

  

J. Income - Income is money received on a regular and recurring basis by any household 

member.  Income may be earned or unearned.   

 

K. Line Items - Line Items for CSBG as specified in the MDHS Subgrantee Manual are: 

Salaries, Fringes, Travel, Equipment, Contractual Services, Supplies, & Subsidies, Loans 

& Grants. 

 

L. Natural disaster - A weather event (relating to cold or hot weather), flood, earthquake, 

tornado, hurricane, or ice storm, or an event meeting such other criteria as the Secretary 

may determine to be appropriate. 

 

M. Obligations - Amounts which may be legally required to pay out of its resources, including 

encumbrances, as well as accounts payable and accrued liabilities.  Obligations may 

include:  any funds issued in the Notice of Funding Availability (NOFA); any funds 

encumbered in a contract; and any funds committed to State Office FTEs.  This does not 

include vacant positions.   

N. Poverty level - With respect to a household in any State, the income poverty line as 

prescribed and revised at least annually pursuant to section 9902(2) of this title, as 

applicable to such State. 

 

O. Secretary - The Secretary of Health and Human Services. 

 

P. State - Each of the several States and the District of Columbia.   

 

Q. State median income - The State median income promulgated by the Secretary in 

accordance with procedures established under section 1397a(a)(6) of this title (as such 

procedures were in effect on August 12, 1981) and adjusted, in accordance with 

regulations prescribed by the Secretary, to take into account the number of individuals in 

the household. 

 

R. Waste - Involves the taxpayers not receiving a reasonable value for money in connection 

with any government funded activities due to an inappropriate act or omission by players 

with control over or access to government resources. 

 

Source: 45 CFR 98; Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022 
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Part 28 Chapter 3: Priority Populations 

 

Rule 3.1 Priority Populations.  Priority Population is a designated population treated differently 

than the general population for eligibility and access purposes, in order to address a particular need 

of that population. Priority Populations include: 

 

A. Elderly- Individuals age 60 and over 

B. Disabled- Individuals who have been determined disabled by authority- SS/SSI 

C. Children five (5) years of age and under 

Source:  45 CFR 98.46; Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 

2022 
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Part 28 Chapter 4:  Client Application Process 

 

The State has one application for four programs- CSBG, LIHEAP, LIHWAP, and 

Weatherization.  Therefore, an applicant may apply for all programs during the intake process.  If 

the weatherization agency is different from the CSBG agency, the CSBG agency refers to the 

weatherization agency to complete the assessment for this program.  Local agencies offer all 

programs administered by that agency, especially to the vulnerable populations of elderly, 

disabled, and families with children. Local agencies refer applicants to other local programs such 

as SNAP and TANF, if applicant is not currently receiving these services. 

 

Rule 4.1 Client Application Process. The Subgrantees/ Community Action Agencies (CAAs) 

accept applications throughout the year. When funding is available, eligible families shall be 

served on a first-come, first-serve basis by date of application. When funding is not available, 

eligible families shall be added to the waitlist.  

 

A. As a general rule, only the applicant, spouse of the applicant, or authorized representative 

of a disabled or elderly applicant are the adults who can be present during the application.  

The Subgrantee reserves the right to require other adults to remain in waiting room, 

especially if they are causing disruption during the application process.  

 

B. If the applicant cannot read, the caseworker must read all forms/declarations to the 

applicant to ensure the applicant understands what is being signed. 

 

C. The signature of the applicant must be on all applicable documents.  A spouse may sign if 

the head of household is absent.  Caseworker should document the reason the head of 

household cannot come in for appointment.  If the applicant cannot write, they may sign 

by making an ñXò on the signature line.  The name must be printed or typed under the ñXò 

by the caseworker, and a witness should sign under the ñXò.    

 

Source:  Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022 

 

Rule 4.2 Before Initiating Application. 

 

A. Applications are initiated through the Common Web Portal (CWP) for all first-time 

applicants.  If an applicant was a previous household member in another case, but is now 

head of household, a new pre-application must be done.  Pre-applications are web-based 

and may be submitted on behalf of Mississippi residents only.  Applicants may apply for 

services through the CWP at:  www.access.ms.gov 

 

B. Pre-applications are required for applicants requesting service for the first time or if 

applicant is no longer in the household of another client.   
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Source:  Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022 

 

 

Rule 4.3 Initiating Application. 

 

A. If an applicant does not complete a pre-application (regardless of reason), the subgrantee 

must complete the pre-application during the application process. 

 

B. Under no circumstance should an applicant be denied services because they have not 

completed a pre-application. 

 

C. Paper Applications are prohibited, unless in case of a computer system failure or 

natural/manmade disasters.  The subgranteeôs Executive Director or appointee must 

submit a request in writing to the Director of the Division of Community Services for 

approval to take paper applications.  Once the emergency situation is over, the paper 

applications must be entered into Virtual ROMA within 2 business days, unless 

additional time is requested and approved.  The subgranteeôs Executive Director must 

submit a letter to confirm all paper applications have been entered.  Otherwise, any paper 

applications taken may result in questioned or disallowed cost. 

 

D. Caseworker must complete the application in Virtual ROMA system.  If the applicant 

submits the requested information, the caseworker must give the Notification of Services 

form (NOS) which states the status of the application and amount of benefits the 

applicant may receive upon supervisory approval.   

 

E. If the applicant does not have all required documentation, the caseworker must complete 

as many screens as possible up to the allocation screen in Virtual ROMA.  Do not 

allocate after this point.  A Request for Additional Information (RFAI) form must be 

given to applicant, and a follow-up appointment given to complete the application 

process.  Caseworker must explain the documentation needed and the 10-day timeframe 

to return the information.   

 

Source:  Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022 
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Rule 4.4 After Submitting Application. 

 

A. Once application is initiated, the clientôs application status must change to óWaiting on 

Approvalô within ten (10) business days.  Then the application must be acted upon and 

changed to óApprovedô or óDeniedô within two (2) business days.   

 

B. Subgranteeôs cancellation of applications approved in error, must occur within twenty-

four (24) hours after application has been approved.   

 

Source:  Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022 

 

 

Rule 4.5 Notices from Subgrantee to Applicant 

 

A. Notification of an appointment for services must be in writing, (mailed, emailed, or given 

to applicant in the office) within fifteen (15) business days of the submission of a pre-

application.  If the applicant is elderly, disabled, or a family with small children (ages 0 to 

5), the first appointment must be within thirty (30) days.  Non-elderly or disabled clients 

must be given an appointment date within forty-five (45) business days. 

 

1. The notification must include the following: 

 

a. Name, address, phone number and email address of Subgrantee office 

b. Date and time of appointment 

c. Eligibility information needed, as listed in Chapter 5. 

 

B. Notification of Services form must be provided to applicant, either by letter or email, 

within 72 hours of the approval or denial of the application.  This form must be 

scanned into Virtual ROMA and a copy placed in the applicantôs file.  In emergency 

cases, the form must be sent within 18 to 48 hours. (See emergency policy)   

  

C. Applicant must provide the required information during the appointment for 

eligibility to be determined.  If the required information is not submitted, the 

applicant must be given a óRequest for Additional Informationô form (RFAI-001).  

Requested information must be returned to subgrantee within ten (10) calendar days 

of the appointment date.  Applicant may submit documentation electronically.  

Therefore, subgrantee must provide an email address to applicant. If applicant does 

not return the information, the application must be denied and the NOS form sent by 

mail or email. 

 

D. Subgrantees must provide notice (written or email) to applicants regarding the status 

of their application within 72 hours of the appointment date.  In emergency cases, 

notification must occur within 18 hours (life threatening) or 48 hours (non-life 

threatening) of the appointment date.   
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E. A copy of the fair hearing process must be given to all applicants at each 

appointment, regardless of the approval or denial status.  The fair hearing process 

must be posted in the lobby so the process can be seen by the public. 

 

 

Source:  Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022 

 

Rule 4.6 Non-Availability of Funds/ Waitlist 

 

A. If the Subgrantee has run out of CSBG funds, the application must still be taken and 

denied.  Applicantôs name must be placed on a waiting list.  As soon as funding is 

available, the applicants on the waiting list must be given an appointment before any 

other appointments are given.  If denied, the applicant should be referred to other local 

organizations that may be able to assist.  All referrals must be documented in Virtual 

ROMA.   

 

B. Under no circumstance should an applicant not be allowed to apply because CSBG funds 

are not available. 

                        

Source:  Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022  
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Part 28 Chapter 5:  Client Eligibility Requirements.  

 

Households that meet the requirements of the program will be eligible for assistance.   

 

Rule 5.1 Eligibility Requirements.  An applicant must meet the following requirements to receive 

a CSBG benefit: 

 

 
 
 
 

Source:  Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022 

 

Rule 5.2 Residency. An applicant must be a resident of the State of Mississippi and reside in the 

CSBG service area at the time the costs were incurred.  The applicant must apply for services in 

the county in which they live.  Homeless households may apply for services if they are trying to 

establish a residence.   

 

A. An applicant must give a street address to include a house/route number and street 

name, city, state, and zip code.   

 

B. CSBG services cannot be provided to temporary residents defined as:  

 

1) Household traveling through the state; 

2) Household on vacation; 

3) Household visiting someone; or 

4) Residents of institutions, dormitories, fraternity or sorority houses, or boarding 

homes. 

 

C. A household with an address that straddles county lines may provide proof of 

Homestead Exemption, which verifies the county of residency.  Other methods of 

verifying county residence for an applicant who is not eligible for Homestead 

Exemption, is Voter Registration I.D. or documentation of the county in which the 

applicant receives other social services benefits.  The subgrantee can also verify by 

using the internet in determining what county the applicant lives. 

 

Source:  Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022 
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Rule 5.3 Immigration Status.  

 

 I

 

 

Source:  Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022 

 

 

Rule 5.4 Renters.  The State of Mississippi treats homeowners and renters equitably under the 

CSBG program.  Eligibility requirements are the same for a renter as with a homeowner

A. The renter must provide either a copy of their lease agreement or the Landlord 

Verification Form from the landlord. 

 

Source:  Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022 

 

 

Rule 5.5 Roomer/Boarders. 

Source:  Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022 

 

Rule 5.6 Employee Familial and /or Personal Interest Applicants. 

 



19 

 

 

 

 

Source:  Miss. Code Ann. § 43-1-2(4); Miss. Code Ann. § 43-1-4 Revised: May 2022 

 

 

Rule 5.7 Eligibility Documentation.  Applicants must verify eligibility through the submission of 

documents.  When possible, MDHS and/or the subgrantee will access other documentary evidence 

in available data bases.  However, proof of eligibility requirements is the applicantôs responsibility.   

A document may serve to prove more than one requirement and should not be submitted more than 

once. The following is a list of acceptable proof for each requirement: 

  

 Social Security Cards 

 

 

 

 

 
 




























































































